
Finding the Right PA  - Personal Preferences  
Worksheet   A

About the  Right  Personal  Assistant  for Me
Competencies Level of Importance

Work  commitment

Building  relationships

Communication  skills

Teachable  (willing to 
learn)

Action Oriented

Problem Solving

Physical Strength/
coordination

Housekeeping

Personal appearance

Time management

Punctual

Scheduling/Reporting

Record keeping

Discrete

Compassionate

Respectful
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Finding the Right PA  - Personal Preferences  
Worksheet   B

About the  Right  Personal  Assistant  for Me

Other Qualities or Traits Level of Importance 

Male

Female

Younger

Older

Night Person

Morning Person

Social

Talkative

Quiet

Sense of Humor

Likes My Pet
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Finding the Right PA  - Personal Preferences  
Worksheet   C

Other Questions to Think About 

There are other things to think about as you begin your search to find a PA who matches the qualities and skills 
you want. Think about questions like these:  
  
• Would I hire someone who smokes cigarettes?   
• What do I think about my PA consuming alcohol in my home?   
• What will I do if my PA wants to bring friends or family to my home during work time?   
• Will my PA eat with me? Will PA eat my food?  
  
What other questions can you think of that would help you predict whether your new Personal Assistant is a 
good match to the job you have to offer?

List Other Questions you can think of. 
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Finding the Right PA  - Personal Preferences  Worksheet   C
Other Questions to Think About 
There are other things to think about as you begin your search to find a PA who matches the qualities and skills you want. Think about questions like these: 
 
• Would I hire someone who smokes cigarettes?  
• What do I think about my PA consuming alcohol in my home?  
• What will I do if my PA wants to bring friends or family to my home during work time?  
• Will my PA eat with me? Will PA eat my food? 
 
What other questions can you think of that would help you predict whether your new Personal Assistant is a good match to the job you have to offer?
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